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The IHustrated Series Vision 


joe and writing about computet applications can be extremely 
rewarding and challenging. How do we engage students and keep their 


interest? How do we teach them skills that they can easily apply on the job? 


As we set out to write this book, our goals were to develop a textbook that: 


> works for a beginning student 


» provides varied, flexible and meaningful exercises and projects to 


reinforce the skills 


Pb serves as a reference tool 


> makes your job as an educator easier, by providing resources above and 


beyond the textbook to help you teach your course 


Our popular, streamlined format is based on advice from instructional designers 


and customers. This flexible design presents each lesson on a two-page spread, 


with step-by-step instructions on the left, and screen illustrations on the right. 


This signature style, coupled with high-caliber content, provides a comprehensive 


introduction to Microsoft Windows XP — it is a teaching package for the instruc- 


tor and a learning experience for the student. 
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Preface 


(Watonrexo- Microsoft Windows XP— 


Sos : Easy-to-follow Each 2- sprea Paintbrush icons 
Diustrated Comp lete, Tig highly visual Thesis to ieee ate introduce the real- 
text offers users an introduction to every lesson skill or concept. world case study 
Windows XP, covering both the Home focus on a single used throughout 
and Professional versions. It also serves concept to help the book. 
as an excellent reference for future use. students get the 


point quickly. 
pm Organization and Coverage 
This text contains sixteen units, which 
cover basic through advanced 
Windows XP software skills. Students 
learn how to work with Windows pro- 


Windows makes it easy to manage personal and business files and folders you work with 


grams, manage files and folders, customize Windows XR | everyday with a set of personal foldérs. My Documents is a personal folder, which contains addi- 
tional personal folders, such as My Pictures, My Music, and My Videos. Depending on previous 
Windows using the Control Panel. main- installation, devices installeJ/or other users, your personal folders might differ. The contents of 
> : A É g 
your personal folders argfrivate, unless you decide to share the contents with others who use 
: z your computer. WindgWs creates personal folders for everyone on your computer to make sure 
tain their computers, explore the Internet the contents of peygOnal folders remain private. Each personal folder is identified by the user's 
. . name. For example, if John Casey and an associate Shawn Brooks use the same computer, there 
with Microsoft Internet Explorer, and are two sets g9£ personal folders, one named John Casey's Documents and another named Shawn 
E M Brooks’ Décuments. When John logs on to the computer, his personal folders appear as My 
exchange mail and news using Outlook Docinki and Shade appear a Shawn Bross Documents, but Johti cannot access then 
Obi John wants to open his personal folders and find out more about their functionality. 
Express. Students also learn to manage llista A A EE 
o. . 1. Click the Start button on the taskbar, then click My Documents 
shared files, backup and administer their The My Documents window opens, as shown in Figure D-17. 
computer, and work with Windows media pucks 2: Double-click the My Pletures tolder 
a To open the My Pictures The My Pictures window opens, displaying the contents of the folder as thumbnails. A 
s - folder from the Start Menu, thumbnail is a miniature image of the contents of a file; thumbnails are often used to 
and Movie Maker. A comprehensive click the Start button, then quickly browse through multiple images. If the folder doesn’t contain images, Windows 


click My Pictures. inserts icons instead of thumbnails. 


appendix covers the new features of 


3. Double-click the Sample Pictures folder 
Windows XP and differences between the The Sample Pictures window opens, displaying the contents of the picture folder as a film- 
strip, as shown in Figure D-18. Filmstrip is a special view, located on the Views button or 
Home and Professional versions as well as View menu, available only for folders with many pictures. 
> 
; l 4. Click the Next Image (Right Arrow) button @ until the last image in the Sample 
how to install Windows XP. To rotate pictures in Filmstrip Pictures folder appears in the filmstrip 


view, click the Rotate 


Clockwise button 24 orthe 5. Click the Back button @ == on the Standard Buttons toolbar twice to display the My 
Rotate Counterclockwise Documents folder 


> About this Approach bution 4. 
Double-click the My Videos folder 
What makes the Illustrated approach so The My Videos folder opens, displaying the contents of the folder as thumbnails. For videos, 
the first frame appears in the thumbnail. 
effective at teaching software skills? It’s 


quite simple. Each skill is presented on 


TABLE D-1: Picture tasks in the My Pictures folder 
picture task | description 


two facing pages, with the step-by-step 
View as a slide show Displays a full screen version of each picture in the folder for five seconds; click buttons on the Slide 

1 i Show toolbar to start, d stop the shi 

instructions on the left page, and large e E A 

© 2 2 Order prints online Opens the Online Print Ordering Wizard, which helps you order prints of your digital photographs over 

screen illustrations on the right. Se MRC sw. AO ee eae 

Print this picture or Print the Opens the Photo Printing Wizard, which helps you format and print photographs from a digital camera 

selected pictures or scanner 


Students can focus on a single skill 


x E s Set as desktop background Sets the selected picture as the desktop background 
without having to turn the page. This 
Show for pictures online Opens the Windows XP Pictures Online Web site in your Web browser, where you can find and download 
pictures over the Internet 


unique design makes information 


extremely accessible and easy to absorb, > WINDOWS XP D-14 CUSTOMIZING FILE AND FOLDER MANAGEMENT 


and provides a great reference for after 


the course is over. This hands-on Hints as well as trouble- Tables provide quickly accessible Clear step-by-step 
approach also makes it ideal for both shooting advice, right summaries of key terms, toolbar directions explain 
self-paced and instructor-led classes. where you need them — buttons, or keyboard alternatives how to complete the 
next to the step itself. connected with the lesson material. specific task. What 
Each lesson, or “information display,” Students can refer easily to this students will type is 


information when working on their in green. 


contains the following elements shown in p i; 
own projects at a later time. 


the sample two-page spread to the right. 


> What kinds of assignments are 
included in the book? At what 
level of difficulty? 
The lesson assignments use Wired 
Coffee, a fictional coffee company, as the 
case study. The assignments on the blue 
pages at the end of each unit increase in 
difficulty. Project files and case studies, 
with international examples, provide a 


Every lesson features large-size, 
full-color illustrations, bringing the 
lesson concepts to life. 


FIGURE D-17: My Documents folder 
B liy Documents 


great variety of interesting and relevant 
business applications for skills. 
Assignments include: 


General file and 
folder task links 


Personal folders; . Concepts Reviews include multiple 

yours might differ . N A K š 
choice, matching, and screen identification 

questions. 


¢ Skills Reviews provide additional 
hands-on, step-by-step reinforcement. 


e Independent Challenges are case 
projects requiring critical thinking and 
application of the skills learned in the 
unit. The Independent Challenges 
increase in difficulty, with the first 
Independent Challenge in each unit 
being the easiest (most step-by-step with 
detailed instructions). Independent 
Challenges 2-4 become increasingly 
yeu a open-ended, requiring more independent 
ae Be thinking and problem solving. 


Picture specific task- 
links 


Buttons to display. 


Filmstrip view 
and modify pictures mr P 


Pictures in filmstrip 


e Visual Workshops show a completed 
file and require that the file be created 
without any step-by-step guidance, 
involving problem solving and an 
CUSTOMIZING FILE AND FOLDER MANAGEMENT WINDOWS XP D-15 -<4 independent application of the unit skills. 


> What online learning options are 


Clues to Use boxes provide concise available to accompany this book? 
information that either expands on Options for this title include a testbank in 
one scompanent opte e e e MyCourse 2.0, WebCT and Blackboard 
skill or describes an independent . 

task that is in some way related to ready formats to make assessment using 
the major lesson skil!. one of these platforms easy to manage. 


Visit www.course.com for more informa- 
tion on our online learning materials. 


Instructor Resources 


The Instructor's Resource Kit (IRK) CD is Course Technology's way of putting the resources and information 
needed to teach and learn effectively into your hands. All the components are available on the IRK, and many of 


the resources can be downloaded from www.course.com. 


Select Category 


Student Learning Tools 
Presenting Your Class 


Planning Your Class 


ILLUSTRATED SERIES 


www.course.com 


Introductory 


ASSESSING YOUR STUDENTS 


Solution Files 

Solution Files are Project Files completed with comprehensive 
sample answers. Use these files to evaluate your students’ work. 
Or, distribute them electronically or in hard copy so students can 
verify their own work. 


ExamView 

ExamView is a powerful testing software package that allows 
you to create and administer printed, computer (LAN-based), 
and Internet exams. ExamView includes hundreds of questions 
that correspond to the topics covered in this text, enabling 
students to generate detailed study guides that include page 
references for further review. The computer-based and Internet 
testing components allow students to take exams at their 
computers, and also save you time by grading each exam 
automatically. 


PRESENTING YOUR CLASS 


Figure Files 

Figure Files contain all the figures from the book in .bmp format. 
Use the figure files to create transparency masters or in a 
PowerPoint presentation. 


PowerPoint Presentations 

Each unit has a corresponding PowerPoint presentation that you 
can use in lecture, distribute to your students, or customize to 
suit your course. 


STUDENT TOOLS 


Project Files and Project Files List 

To complete some of the units in this book, your students will 
need Project Files. Put them on a file server for students to 
copy. The Project Files are available on the Instructor's Resource 
Kit CD-ROM, the Review Pack, and can also be downloaded from 
Wwww.course.com. 


Instruct students to use the Project Files List at the end of the 
book. This list gives instructions on copying and organizing files. 


PLANNING YOUR CLASS 


Instructor’s Manual 

Available as an electronic file, the Instructor's Manual is quality- 
assurance tested and includes unit overviews, detailed lecture 
topics for each unit with teaching tips, comprehensive sample 
solutions to all lessons and end-of-unit material, and extra 
Independent Challenges. The Instructor’s Manual is available on 
the Instructor's Resource Kit CD-ROM, or you can download it 
from www.course.com. 


Sample Syllabus 
Prepare and customize your course easily using this sample course 
outline (available on the Instructor’s Resource Kit CD-ROM). 
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Read This Before You Begin 


Differences Between Microsoft® Windows® XP Home and Professional 

This book is written for Microsoft Windows XP Home and Professional Editions. The Home Edition is a subset of the Professional Edition. In 
other words, the Home Edition contains all the same features contained in the Professional Edition. However, the Professional Edition con- 
tains additional features geared toward the business world that are not included in the Home Edition. When there are differences between 
the two versions of the software, steps or features written for a specific Windows XP edition are indicated with the name of the edition. (See 
“Identify Differences between Windows XP Home and Professional” in the appendix for more information.) 


Windows XP Software 

Windows XP ships in three editions, including Home Edition for consumers, Professional Edition for business and power users, and a 64-bit 
version for Intel Itanium processor-based systems, called Windows XP 64-bit Edition. 

Installing/Upgrading: Windows 98, 98 SE, and Me users can upgrade to Windows XP Home Edition or Professional. Windows 2000 
Professional and Windows NT 4.0 Workstation users can upgrade to Windows Professional, but not to Home Edition. Windows 95 and 
Windows NT 3.51, or earlier, are not supported for upgrading, so you will need to buy a full version of Windows XP if you wish to upgrade. 
Uninstalling: Windows 98, 98 SE, and Me users can uninstall Windows XP if the upgrade doesn’t work out for some reason. This capability is 
not available to Windows NT 4.0 and Windows 2000 upgraders. 


Windows XP Settings 

Each time you start Windows XP, the operating system remembers previous settings, such as the Control Panel options. When you start 

Windows XP, your initial screen might look different than the ones in this book. For the purposes of this book, make sure the following set- 

tings in Windows XP are in place before you start each unit. 

e Change folder option settings to match the steps and screens in the book. Click the Start button on the taskbar, click My Documents, click 
Tools on the menu bar, then click Folder Options. In the Folder Options dialog box, set the following settings, then click OK: 

e On the General tab, click the Open each folder in the same window option button. 

e On the General tab, click the Double-click to open an item (single-click to select) option button. 

e On the View tab, click Restore Defaults, click the Hide file extensions for known file types check box to deselect it in the Advanced set- 
tings list box to make sure you can see the three letter DOS filename extensions on your computer. 

e For Home edition users, Backup is not available to install using Add or Remove Programs. To install the software, insert the Windows XP 
Home installation CD, open My Computer and navigate to the folder where the software is located (CD driveletter\VALUEADD\MSFT\ 
NTBACKUP), double-click the file named Ntbackup.msi to start the setup wizard, follow the installation instructions, then click Finish to com- 
plete the process. 

e |n addition to the programs installed during the typical Windows installation, the following Windows programs should also be installed: 
Clipboard Viewer, Character Map, Paint, and Backup. If a program is not available, use the Add or Remove Programs icon in the Control 
Panel to install the program. (See “Adding a Program” in Unit F for more information and specific instructions.) 

e Turn Status Bar Off for Control Panel. Click the Start button on the taskbar, click Control Panel, click View on the menu bar, then click 
Status Bar to uncheck the option. 

e Turn off AutoArrange icons on desktop. Right-click a blank area on the desktop, point to Arrange Icons By, then click Auto Arrange to 
uncheck the option. 

e Reset toolbars. Click the Start button on the taskbar, click My Computer, click View on the menu bar, point to Toolbars, click Customize, 
click Reset, then click Close. 


Project Files 

To complete the lessons and end-of-unit material in this book, students need to obtain the necessary project files. Please refer to the 
instructions on the inside cover for various methods of getting these files. Once obtained, the user selects where to store the files, such as to 
the hard disk drive, network server, floppy disk, or Zip disk. Depending on where you store the files, you might need to relink any external 
files, such as a video clip, associated with a project file when prompted as you open it. If students use a 1.44 MB floppy disk, they might not 
have enough space to store all the solutions files on the disk. If so, use another floppy disk. 

Using Copies: For Units C, D, and J that work with managing folders and files using My Computer and Windows Explorer, make sure students 
use a copy of the Project Files instead of the originals. Using a copy of the Project Files will allow students to work through the lessons again. 
Restore Settings: In order to work through the lessons in this book, students need to change operating system and program settings. The 
lessons make every attempt to restore the operating system and program settings, but please be aware that your initial settings might be 
different than the ones in this book. 


To Use Print Screen 

To complete many of the lessons and end-of-unit material in this book, students need to take a snap shot of the screen and print it out. To take a 
snap shot of the screen and print it, complete the following instructions: Press [Print Screen] (also appears as [PrtScrn] or [Print Scrn]) to place 
the entire screen on the Clipboard or press [Alt][Print Screen] to place the active window on the Clipboard. Click the Start button on the taskbar, 
point to All Programs, point to Accessories, then click Paint to open Microsoft Paint, a graphics program. In Paint, click Edit on the menu bar, click 
Paste to paste the screen into Paint, then click Yes to paste the large image, if necessary. Click the Text button (contains the letter A) on the 
Toolbox, click a blank area in the work area, then type your name to identify your print out. Click File on the menu bar, click Page Setup, change 
100% normal size to 50% in the Scaling area, then click OK. Click File on the menu bar, click Print, then click Print in the Print dialog box. 
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